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TO * Chief, Contact breach 
man. I Chief, Fiscal Section 


16 May 1947 


25X1 


TTaaas&tted herewith, for distribution to | ] »« mm* s«ry, 

are Transit F®re / ooouritability Record send Local Travel Voucher 
fores for us» in connection with the perfiwtssnee of local travel 
through the ssedttm of flovwnanest preoared pufelio utility tickets, 
tokens, or passe®* 


©s» general procedure gjovamihg l ocal travel! 

]w*ft fiiawwnr^Wffldtn dated 29 April 194? 


to you ffjrun the Sseeutivn for Personnel end Administration in which 
it was stated that ss^plasoKtary instruct i one, together with, s«, 
fame would be furnished by the under elfpaed, 

fhs Transit Par© he- ouaatab lltty Rec ord i&ouLd be maintained by the 
•embroiling 


administrative [ 


this official being responsible for rofuisitior.toB and 
administratively controlling the supply of transportation unite in 
addition to the maintenance of accountability records, fhe Keeord 
should (after balances have been forwarded to the Record to b» 
maintained during the following period) be su bmitted at th e end 


25X1 


25X1 


] official designated is writing 25X1 


for audit, 25X1 


of each, calendar month to the Fiscal Section, [ 

and should be supported by all local travel vouchers evidencing use 
during the sane ssmth of tickets, tokens, or passes procured by the 
-{krsnrrwaat, Sa«& employee oust algo fear the number of waits issued 
Ms- on * particular date, the record form providing four (4) sep** 

©rate blocks in which units of varying domination® c«a be listed* 

In the e ve nt the employee turns in unused units, suofe fact must be 
entered in the return column applicable to the particular employee* 

The Local Travel Voucher should 'be eoapleted by the employee using 
units issued M® (by the controlling official) Indicating am the 
vouchor as complete an itenerary as Security condition* will 
end showing the units used on each date. The voucher should cover 
a weekly period and four blocks bate been provided so that wait# «f 
varying dononlmtiofis say be listed, At the end of each weekly period, 
the employe# should surrender ary unite regaining it, bis possession 
to the controlling official. The voucher form provide® space for 
credit by the oontrol ling. of.fi aid for units returned. It is to be 
noted that the. local travel voucher cdteittad by <e«,oh traveler must 
o© o arapletsd by the controlling official to show the Transit. 


IceornitaMlity Beoord number wbi«fe li 
and returned cheiag: the weekly period* 


nONPIDENTIM? 
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25X1 

25X1 


Chief. Contact Braaefo 


IS Say 1S47 


goth of the attached fore* ware discussed with rej^o entativee of 


your 


Services 


Division* Tt i* understood that the ferns war# acceptable to your 
repr o tentative a sad that a complete explanation as to their uit 
was jsttd#* Additional supplies of the fans# my 'to requested free 
this offioe or, if you so dSBirs* the stxmoils "Will bo furuiidiOd 
you for reproduction purposes* 


25X1 


f«P 1« copies of Standard Fort? 10l2vouc hers* 
elate* by travelers* have boon 


covering relabu raaiaeat 

. 25X1 


1 


byl 

Ion bet 


«• a guide in the preparation of such account# 
If of your employees* 

Xt would be eppreoiated* beginning; 1 dtase 19*47* if you oould furnish 
the under tl-jsed monthly eat toatee* in advance* covering aRtielpsbed 

. .‘.i* *. ,* * i i . . x.. S uiu «(*•**» * i n mm 


jperation* with respeet to pw m 25X1 


esqMraes# to sanr.a alien with , , » .. 

abases of transit fares sad retobwmbl© travel* 
necessary for aooomttog and prior obligation -purposes* 

Should you have any questions with respect to the above* pleas* 
advise* 


are 


25X1 

25X1 


Chief, Fiscal Section 

/ttastee-ai® 

VLBisk 

coi Saunders v ia l 

Fide lX 
F.P.U. 
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